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Requesting A Pin

û Go to 
www.employeeex
press.gov home 
page

û Select “Lost or 
Forgot Pin” on 
bottom right-hand 
side of screen.

Note: Employees can also call the Employee Express 
Help Desk to have a PIN mailed to them in 5-7 business
days.  Tel: 478.757.3030  TDD: 1.888.880.0412
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Requesting A Pin

û “Pin Assistance” 
page should 
appear

û Select “Request 
Pin Online” in the 
middle of the 
screen.
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Requesting A Pin

û “Pin Request or 
Retrieval” page 
should appear

û Select “Pin 
Request” on the 
middle-left of the 
screen
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Requesting A Pin
û “Request Pin Online” page 

should appear

û Under “Personal 
Information,” fill out all the 
information exactly as it 
appears on your
Leave and Earnings Statement.  
Note: If the address on the Leave and Earnings 
Statement notes “Long Rd.” or “John Z. Doe”, then enter 
Long Rd. rather than Long Rd or Long Road and John Z. 
Doe rather than John Doe or John Z Doe on this page. 
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Requesting A Pin
û Continue to fill out all the information exactly as it appears on 

your Leave and Earnings Statement
û Then click “submit”

Top-Right Area of the L&E Statement

If you have information in 
your CSRS row, then you are 
on the CSRS Retirement 
System.  If you have 
information in the FERS row,
then you are in the FERS
Retirement System.
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Retrieving A Pin
û After you receive 

the email 
response to your 
PIN Request, you 
will have to return 
to the 
www.employeeex
press.gov home 
page to retrieve 
the PIN.  

û To retrieve the PIN, click on “Lost or Forgot Pin” on bottom 
right-hand side of screen
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Retrieving A Pin

û “Pin Assistance” 
page should 
appear

û Select “Request 
Pin Online” in the 
middle of the 
screen
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Requesting A Pin

û “Pin Request or 
Retrieval” page 
should appear

û Select “Pin 
Retrieval” on the 
middle-left of the 
screen
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To Retrieve Pin
û “Retrieve New 

Pin” page should 
appear

û Fill out the 
requested 
information with 
the data emailed 
to you

û Then click 
“submit”

Information needed
can be found in your 

email  from 
Employee  Express!
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Logging On
û Go to 

www.employeeex
press.gov home 
page

û Fill in your Social 
Security Number 
and PIN

û Then click “Sign 
In”



www.employeeexpress.gov 12

Logging On

û A “Processing your 
log in” screen will 
appear

û Please wait
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Logging On

û Select “National 
Aeronautics and Space 
Administration”

û The “Main Menu”    
page should then 
appear
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Thrift Savings Plan

û Select “Thrift Savings 
Plan” from Main Menu
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Thrift Savings Plan
û To make changes to your 

TSP enter the necessary 
information in the “New 
column” and then select  
“Save”

û To stop TSP contributions, 
select “Stop…”



www.employeeexpress.gov 16

Thrift Savings Plan--Stop

û To confirm stop, 
select “Yes”

û If you selected 
“Yes,” an email 
notification request 
will appear (screen 
B)

A

B



www.employeeexpress.gov 17

Thrift Savings Plan--Change

A

B

û To confirm 
changes, select 
“Yes”

û If you selected 
“Yes,” an email 
notification request 
will appear (screen 
B)
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TSP Catch-Up

û Select “Thrift Savings 
Plan Catch-Up” from 
Main Menu
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TSP Catch-Up

û To enroll in this 
program, enter the 
amount you want 
deducted in the “New” 
column

û When finished, select 
“Save”
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TSP Catch-Up

A

B

û To confirm 
changes, select 
“Yes”

û If you selected 
“Yes,” an email 
notification request 
will appear (screen 
B)
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For more information about this tutorial contact Sheila Banister at 
321.867.9088

This concludes the tutorial on the TSP portions of 
Employee Express.  To learn of additional features 
within Employee Express, go to: 

http://epayroll.nasa.gov/documents/EmployeeExpr
essTutorial.ppt


